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Job Description

Ghyll Royd School

Job Title: Part-time Bursar

Responsible to: Headteacher


JOB PURPOSE: The Part-time Bursar is responsible for the financial management and day-to-day administration of the school, pre-school and nursery, ensuring sound financial controls, efficient operations and compliance with regulatory requirements. The role supports the Headteacher and Governing Body in maintaining the school’s financial health and smooth operation.

JOB RESPONSIBILITES:

Finance & Fees
· Manage day-to-day financial operations of the school, pre-school and nursery, including Holiday Camp financials.
· Prepare monthly P&L accounts, termly management accounts and annual budgeting.
· Oversee fee billing, collections and credit control, liaising sensitively with parents.
· Maintain accurate accounting records, bank reconciliations and cash flow monitoring.
· Process payments and oversee payroll.
· Advise on financial aspects for ad-hoc projects.
· Deal with all banking requirements and facility.
· Ownership of Early Years funding, including termly reporting to Bradford Council.
· Liaise with the auditors and be responsible for the submission of the annual accounts and the filing of documents to Companies House and Charity Commission.
· Ensure that the school has adequate insurance cover at all times to include employers’ liability, buildings and contents and other relevant cover.
· Seek opportunities to improve generated income and grants available.

Administration & Operations
· Manage supplier contracts and purchasing, ensuring best value for money.
· Support HR administration, including contracts, pensions and staff records (as required).
· Maintain insurance policies and coordinate renewals and claims.
· Support premises-related administration and risk assessments.

Governance & Strategic Support
· Provide financial reports and advice to the Headteacher and Governors.
· Support the annual audit and liaise with external accountants and auditors.
· Assist with financial planning and sustainability for a small school environment.
· Contribute to development planning and capital projects (as required).





Compliance & Statutory Responsibilities
· Support Headteacher and Governors in meeting ISI regulatory requirements.
· Ensure financial and administrative systems support compliance with:
· Independent School Standards Regulations.
· Charity Commission and Companies House requirements (as applicable).

QUALIFICATIONS. SKILLS AND EXPERIENCE

Essential
· Three to five years’ experience in financial management or bursary/business management (school or similar environment preferred).
· Strong accounting and bookkeeping skills.
· High level of accuracy and attention to detail.
· Excellent organisational and time-management skills.
· Ability to work independently and maintain confidentiality.
· Degree or other relevant financial qualification.
· Excellent skills in Microsoft package, especially Excel, and also Xero or similar finance systems.

Desirable
· Experience within an educational setting.
· Experience within the independent education sector.
· Experience working for a non-profit/charitable organisation.
· Awareness of data management issues including data protection and confidentiality.
· Awareness of KCSIE (Keeping Children Safe in Education) and safeguarding.

Additional Requirements
· Must be eligible to work in the UK.
· Comply with safer recruitment checks, Disclosure and Barring Service and two professional references.
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